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exceptions may occur that warrant a reimbursement, but require Department Head or Elected Official 
approval prior to reimbursement.   

 
Tipping is limited to 15-20% of the total ticket.  
 
Alcohol shall not be: 

 Purchased with a County-issued Purchasing Card 

 Reimbursed by the County. 
 
EMPLOYEE WORK-RELATED MEALS 
Meals purchased inside the County must be work-related (connected with your work or job), approved by 
the Department Head/Elected Official, and have sufficient budgeted funds available to pay for the 
expense.  Examples include: business meetings, training, staff meeting, etc.   
 
Employees should follow the IRS guidelines for Meals and Incidental Expenditures (M&IE) at 
http://www.gsa.gov/perdiem (excluding all applicable taxes). It is the Department Head or Elected 
Official’s responsibility to determine what is reasonable and customary, and to ensure their approved 
budget is sufficient to cover all costs. The Travel Request Form is a tool to assist Department Heads and 
Elected Officials in calculating reasonable rates, but is not required by Finance. The Finance Department 
may question and request back-up documentation on a case-by-case basis.  
 
Employees must have an itemized detail receipt for all meals; in addition to the credit card receipt if a 
County issued Purchasing Card was used.  Detailed receipts are required (amount, time, place, and items 
purchased) for all expenditures. Employees should specify the details related to the travel expenditure on 
the receipt (business purpose and if applicable, other attendees).  
 
Tipping is limited to 15-20% of the total ticket. 
 
Alcohol shall not be: 

 Purchased with a County-issued Purchasing Card 

 Reimbursed by the County 
 
TRANSPORTATION 
The Travel Expenditures Policy is not intended to avoid or bypass appropriate Procurement or Motor Pool 
Policies and Procedures; rather, the Travel Expenditure Policy compliments the existing processes 
available. 
 
RENTAL VEHICLES 
Rental vehicles may be used when needed for out of County travel or in instances where the County does 

not have the appropriate type of vehicle available.  Departments are responsible for the costs of rental 

vehicles within their own budgets. It is acceptable, and preferred, to purchase rental cars and fuel for 

rental cars on a County issued Purchasing Card.   

County employees using a rental vehicle for official County business are covered by the County’s CAPP 
insurance; therefore, it is not necessary to purchase additional insurance (decline optional personal 
accident insurance and optional supplemental liability protection).  

http://www.gsa.gov/perdiem
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In the case of a rental car, a County employee may want to determine whether there is a need to purchase 
additional insurance for themselves and/or their passengers if they are using the rental vehicle for possible 
mixed County/personal use. Additional insurance is considered a personal cost and should therefore be 
purchased with personal funds.  
 
County employees should select the least expensive car that meets their needs and include roadside 
assistance with the rental. If required, rental car upgrades should be approved by the Department 
Head/Elected Official at the time arrangements are made.  
 
EMPLOYEE TRAVEL BY COUNTY VEHICLE 
Employees are encouraged to utilize a Motor Pool vehicle in order to conduct business within Garfield 
County, rather than taking his/her personal vehicle.  All County vehicles are supplied with fuel keys and 
fuel cards.  An employee may not use the County issued Purchasing Card to put fuel in the County vehicle. 
Fuel may only be purchased with a County issued Purchasing Card when it is for a rental vehicle. See the 
County’s Motor Pool/Fleet Management Plan for more information.  
 
 
EMPLOYEE TRAVEL BY PERSONAL VEHICLE 
If a County Motor Pool vehicle is not available and an employee must use his/her personal vehicle, he/she 
will be reimbursed at the IRS business standard mileage rate. Mileage from an employee's home to the 
assigned office is defined as commuting and is not subject to reimbursement. Travel during on-duty hours 
must utilize the most direct route unless an alternate route would be less time consuming and/or more 
effective. 
 
If the employee travels outside the County for business (i.e. meetings, trainings, conferences, legislation, 
legal matters, etc.) in his/her personal vehicle, the total reimbursable mileage for the trip is equal to the 
lesser of: 

a) The distance from the individual’s workplace to the destination, and back to the individual’s 
workplace. 

b) The distance of the individual’s place of residence to the destination, and back to the individual’s 
place of residence.  

 
Other eligible travel outside of the County includes travel between the place of lodging and the conference 
or event when then conference or event is not on the same premises as the place of lodging, or travel 
between a business related meeting and the place of lodging, conference or other event. Employees must 
maintain a record of travel documenting the from/to locations and the distance between, for which 
reimbursement is being sought. 
 
When it is necessary for an employee to travel from his/her normal work location to any other location 
within the County for purposes of conducting assigned or required duties, the IRS mileage reimbursement 
rate shall apply for the actual miles driven. Employees must maintain a record of daily travel documenting 
the from/to locations and the distance between, for which reimbursement is being sought.  
 
When assigned or required duties make it necessary for an employee to travel from his/her home to any 
other location within the County which is not his/her normal work location, the IRS mileage 
reimbursement rate shall apply for the actual miles driven in excess of their normal commute. Employees 
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must maintain a record of daily travel documenting the from/to locations and the distance between, for 
which reimbursement is being sought.  
 
An employee may not use the County issued Purchasing Card to put fuel in his/her personal vehicle.  The 
IRS Business Standard Mileage Rate includes the cost of fuel and maintenance. Fuel may only be purchased 
with a County issued Purchasing Card when it is for a rental vehicle.   
 
The County does not provide insurance coverage for a personal vehicle when used for County business; 
the County expects employees to maintain auto insurance as required by State Laws.  See the County’s 
Personnel Policies and Procedures Manual for more information. 
 
TRAFFIC AND/OR PARKING VIOLATIONS 
Because parking, speeding, or other traffic tickets received by an employee, even when on County 
business, are unlawful, they are considered a personal expense and are to be paid by the employee and 
are not reimbursable.  
 
AIRLINE TRAVEL 
County employees should make travel arrangements in advance to take advantage of the lowest airfare 
rates available. All employees are required to travel in coach/economy class. Airline travel insurance is 
acceptable to protect the County from additional costs related to an unplanned flight changes. Upgrades 
to seating or class are not an allowable County paid expenditure. 
 
Standard baggage fees (1 or 2 bags) are allowable expenditures and require a receipt.  Additional baggage 
fees must be approved by the Department Head/Elected Official prior to travel.  
 
Spouse or companion travel for non-County employees may not be purchased with a County-issued 
Purchasing Card.  If an employee wishes to book a County business trip and include a companion/spouse, 
then he/she should pay with personal funds and the County will reimburse for the employee’s portion of 
the flight(s).  
 
LOCAL GROUND TRANSPORTATION 
Lower cost options should be selected for local ground transportation and require a receipt.  This 
expenditure category includes taxis, train fares, bus fares, shuttle services, ride share services, and public 
parking. Transportation to/from a restaurant or other establishment of choice must utilize the most direct 
route unless an alternate route would be less time consuming and/or more effective, and be within a 
reasonable distance from the lodging location. It is the Department Head or Elected Official’s 
responsibility to determine what is reasonable and to ensure their approved budget is sufficient to cover 
all costs. Any item that appears to be questionable may, at the Finance Department’s discretion, be 
questioned or forwarded to a higher level of authority for review.  
 

TIPPING 
Tipping by an employee paid to a taxi or shuttle service is allowed up to 15-20% of the fare amount, 
however it is only reimbursed when a receipt is provided. Tipping by an employee for meals is allowed up 
to 15-20%, and will only be reimbursed when a detailed receipt is provided. Courtesy tipping, such as tips 
paid to parking attendants, bellhops or housekeeping, are not essential to the transaction of official 
County business. Therefore, they are not allowed and will not be reimbursed. Some business exceptions 
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may occur that warrant courtesy tipping for parking attendants or bellhop services, but require 
Department Head or Elected Official approval prior to reimbursement.   
 

 TRAVEL PAY 
Per the Garfield County Personnel Policies and Procedures Manual: 
“Non-exempt employees traveling outside of regular working hours will be compensated for the transit 
hours if the travel has been approved for activities required by the supervisor.  Elective travel outside of 
regular working hours for optional educational or optional work related activities will not be 
compensated.”  See the Garfield County Personnel Policies and Procedures Manual for more information. 
 

LODGING 
Employees, who are traveling on County business which requires an overnight stay, should first determine 
the location of travel to determine reasonable and customary lodging rates (excluding all applicable taxes) 
according to the IRS. For reasonable and customary lodging rates please visit: 
http://www.gsa.gov/perdiem. It is the Department Head or Elected Official’s responsibility to determine 
if the transaction is reasonable and customary, and to ensure their approved annual budget is sufficient 
to cover all costs. The Travel Request Form is a tool to assist Department Heads and Elected Officials in 
calculating reasonable rates, but is not required by the Finance. The Finance Department may question 
and request back-up documentation verifying rates on a case-by-case basis.    
 
Severe inclement weather, physical exhaustion, or other circumstances that pose a compelling safety 
hazard that would warrant overnight lodging to ensure the safety of the employee is a reimbursable 
expense, or an authorized charge on a County issued Purchasing Card with approval from the Department 
Head or Elected Official. 
 
All hotel reservations should be made at the same time as air travel and car reservations to ensure 
availability. Except when registering for lodging at a pre-arranged group rate in conjunction with a 
conference or meeting, County employees should request the government rate or lowest available eligible 
rate when making lodging arrangements. Special lodging, such as accommodations at an RV park, 
campground, or air bnb shall require approval from the Department Head or Elected Official.  
 
Employees are allowed to bring a spouse/companion as long as it does not require a separate room or 
additional charges. If additional rooms are necessary, the employee is responsible for paying the 
additional charges and any applicable taxes using personal funds.  
 
If an employee should want to stay for additional days, beyond those required for County business 
purposes, then he/she will be responsible for paying for those additional nights of lodging and tax with 
personal funds. 
 
Purchases made at the lodging establishment for room service, restaurants, and other stores require a 
detailed receipt. The lodging receipt is not sufficient enough for these types of transactions.   
 
When multiple County employees are traveling it is recommended that each employee pay for their room 
separately. If the rooms are put on one invoice, one traveler may take care of the invoice but should 
provide the details on who stayed in each room on the invoice. 

 

http://www.gsa.gov/perdiem
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EXPENDITURE PROCESSING 
IRS REQUIREMENTS 

Garfield County requires complete documentation on all expenditures in order to comply with IRS 
guidelines.  Receipts are a key element to documenting expenditures, and must be submitted for all 
expenditures under an Accountable Plan.  All receipts must meet IRS requirements for proper 
documentation purposes.   Documentation required includes detailed receipts showing amount, time, 
place, and items purchased.  Employees should state the business purpose and if applicable, other 
attendees. 

 
RECEIPTS FOR PURCHASING CARD EXPENDITURES 
The cardholder is responsible for obtaining all credit card slips, detailed itemized receipts, packing slips, 
and/or on-line order confirmations to document their purchases.  Receipts are due within 30 days from 
incurred expenditure and need to follow the Purchasing Card calendar.   
 
If a cardholder loses an original receipt, he/she must contact the vendor to have a replacement receipt 
mailed, e-mailed or faxed to him/her. If a replacement receipt cannot be obtained after several attempts, 
a Lost Receipt Form (see Employee Intranet under Finance forms) must be completed.  Cardholders who 
develop a history of lost receipts may have their Purchasing Card revoked on a temporary or permanent 
basis. 
 
RECEIPTS FOR EMPLOYEE REIMBURSEMENT VOUCHER REQUIREMENTS 
Paid receipts are required for reimbursement of travel/business expenditures.  This includes taxi cabs, 
airport shuttle, parking, and any other form of transportation-related expenditure.   
 
Employee reimbursement expenditures (i.e. mileage, meals, supplies, etc.) must be turned in within 60 
days of the date of travel, or they will not be reimbursed by the County. Accepting and processing 
employee reimbursement requests over 60 days puts the County at risk of being disqualified under an 
Accountable Plan per the IRS. Original receipts must accompany the voucher for any expenditure to be 
reimbursed.   
 
Mileage reimbursement forms should be completed in full (stating the purpose and destination of the trip) 
and documentation of from/to locations and the distance between attached (i.e. online MapQuest 
directions showing route and total mileage).  

 

SUMMARIZED LIST OF ALLOWABLE TRAVEL COSTS 
Although this is not a complete list, the following are examples of allowable expenses that are eligible for 
reimbursement by the County if they are not charged to a County issued Purchasing Card.  
 

1. Meals while traveling on County business. This includes food purchases made at a grocery store 
due to dietary, health, religious beliefs, or other reasons where an employee is not able, or 
chooses to decline a restaurant meal purchase. This also includes meals that may exceed the IRS 
recommended rates with permission from the Department Head or Elected Official approving 
the expense as reasonable and customary. 

2. Work related meals purchased inside the County. This includes meals that may exceed the IRS 
recommended rates with permission from the Department Head or Elected Official approving 
the expense as reasonable and customary. 
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3. Tipping for meals up to 15-20%.  
4. Incidental expenses such as: 

a. Internet access connection if internet access is necessary for County related business 
b. Copy machine charges incurred to copy documents for County use 
c. Fax machine charges incurred to send or receive documents for County use 
d. County business calls 
e. Parking. 

5. Rental vehicles for out of County travel or in instances where the County does not have the 
appropriate type of vehicle available. 

6. Roadside assistance for rental vehicles. 
7. Employee travel by personal vehicle outside of the County, from their normal work location to 

any other work location within the County for purposes of conducting assigned or required 
duties, or from his/her home to any other location within the County for purposes of conducting 
assigned or required duties.  

8. Airline travel insurance. 
9. Local ground transportation including taxis, trains, bus fares and shuttle services. 
10. Tipping for ground transportation including taxis or shuttle services up to 15-20% of the fare 

amount. 
11. Lodging while traveling on County business that requires an overnight stay. This includes lodging 

necessary to ensure the safety of the employee due to severe inclement weather, physical 
exhaustion, or other circumstances that pose a compelling safety hazard. 

12. Other exceptions due to acts of God or unforeseen circumstances due to County business. 

 

SUMMARIZED LIST OF NON-ALLOWABLE TRAVEL COSTS 
Although this is not a complete list, the following are examples of non-allowable expenses that will not be 
reimbursed by the County and should not be charged to a County issued Purchasing Card.  
 

1. Alcoholic beverage expenses.  
2. The cost of the daily commute between the employee’s regular office location and official 

residence.  
3. If a conference or meeting includes or provides a meal, the employee shall not be reimbursed 

for that same meal. Some business exceptions may occur that warrant a reimbursement, but 
require Department Head or Elected Official approval prior to reimbursement.   

4. Certain travel expenses considered personal and not essential to the transaction of official 
County business. Such non-allowable expenses include, but are not limited to 

a. Bellhop services (see exceptions on page 7). 
b. Housekeeping services. 
c. Airline upgrades. 
d. Taxi fares, motor vehicle rental, and other transportation costs to or from places of 

entertainment and other non-County business locations.  
e. Costs of personal trip insurance such as personal accident insurance and extended 

liability insurance, and personal medical and/or hospital services.  
f. Any tips or gratuities associated with personal expenses.  
g. All expenses related to the personal negligence of the employee such as parking tickets 

and fines, towing, traffic violations, damage to personal vehicles, clothing or other 
items.  
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h. Travel expense, meals, or child care cost of other persons, such as spouse or family 
members, traveling with the employee.  

i. Expenses and/or fees associated with social or non-mandatory activities at conferences 
such as tours, sports activities, golf outings, event tickets (movies, theater tickets), in-
rooms movies, in-flight movies, etc.  

j. Additional transportation, hotel or other expenses for personal vacation related travel in 
connection with business travel (taken before, during or after business trip). 

k. Personal items and services such as dry cleaning, laundry, shoe shines, haircuts, clothing, 
manicures, massages, personal health and hygiene items, recreation expenses, pet care 
costs, souvenirs or personal gifts, and personal reading materials such as magazines and 
newspapers. 
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TITLE: END OF YEAR   POLICY NO.: 12 

APPLICABILITY: All county   APPROVAL DATE: 10/21/2013 

RESPONSIBILITY: BOCC, Department 
Heads/Managers, Elected 
Officials, and Finance 

 REVISION DATE: 06/18/2018 

POLICY   
The County’s fiscal year is January 1 to December 31. It is the Finance Department’s responsibility for 
the financial statements to be closed in a timely manner for regulatory compliance and in preparation 
for the annual audit. Departments and Elected Offices must follow the County’s end of year procedures 
in order for the financial statements to be closed in a timely manner. 
 
End of year procedures are designed to: 

 Comply with Federal/State reporting requirements; 

 Record financial transactions in the appropriate accounting period; 

 Close the general ledger in order to prepare financial statements in accordance with generally 
accepted accounting principles; and  

 Prepare the ensuing general ledger for use in conjunction with the approved budget. 
 
The Finance Department is responsible for all Federal and State reporting requirements. Federal 
reporting requirements include payroll W-2 and W-3 electronical transmittals; accounts payable 1099 
electronic transmittals; and federal reporting for employee moving expenses. State reporting 
requirements include payroll W-2 and W-3 electronic transmittals.  
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POLICY   
Garfield County uses a general ledger as a master set of accounts that summarizes all transactions 

occurring throughout the year.  In addition, there are subsidiary ledgers (i.e. Payroll, Accounts Payable, 

etc.) that summarize information into the general ledger. All transaction postings (subsidiary ledgers and 

other postings such as journal entries, budget adjustments, etc.) are reviewed to ensure they are 

reasonable, accurate, and complete; documentation attached; and reconciled where applicable prior to 

posting.  The general ledger, in turn, is used to aggregate information into the financial statements. 

 

The general ledger is comprised of a chart of accounts that is used to record the assets, liabilities, equity, 

revenues, and expenses.  There are debit and credit entries for every transaction recorded within the 

general ledger, so that the total of all debit balances should always match the total of all credit balances. 

If they do not match, the general ledger is said to be out of balance, and must be corrected before 

reliable financial statements can be compiled from it. 

 

The County General Ledger is reviewed and balanced on a monthly basis by: 

 Following generally accepted accounting principles (GAAP) as applicable to governmental 

entities to facilitate interim and annual reporting; 

 Closing the books on a monthly basis to prevent inaccurate prior period reporting; 

 Reconciling to subsidiary ledgers on a timely basis to enhance completeness and accuracy; 

 Tying the year-to-date and month-to-date trial balances to ensure that the general ledger is in 

balance and no corrections are needed. 

 

CHART OF ACCOUNTS 

It is necessary to set-up and maintain the financial software to ensure the General Ledger is accurate. 

The chart of accounts is a list of account numbers, descriptions, and classifications in which all financial 

data is recorded.  New account strings (org. sets) need to conform to the overall numbering scheme for 

each portion of the account number. Any changes to the chart of accounts must be approved by the 

Finance Department. New funds are established by BOCC resolution.  

 

Long-term asset & liability accounting is accomplished by using separate New World Systems funds that 

are combined with appropriate funds/fund types for financial reporting: Solid Waste Disposal L-T Asset 

& Liability (Fund 900); Motor Pool L-T Assets & Liability (Fund 910); and GASB 34 (Fund 990). 

TITLE: GENERAL LEDGER  POLICY NO.: 13 

APPLICABILITY: All county  APPROVAL DATE: 08/20/2018 

RESPONSIBILITY: BOCC, Department 
Heads/Managers, Elected Officials, 
and Finance 
 

 REVISION DATE:  
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REVENUE CODE SETUP 

Revenue codes are needed to accommodate revenue collections entry by decentralized departments 

directly into the financial system or when filling out a revenue deposit form. Revenues are receipted into 

the general ledger by the Finance Department and decentralized departments such as Sheriff and Public 

Health. Departments and Offices must notify the Finance Department when a new revenue/payment 

code is needed or when one is no longer valid.  

 

MISCELLANEOUS BILLING CODE SETUP  

Miscellaneous billing codes are needed to bill customers and receipt in revenues.  Billing is completed by 

the Finance Department and by decentralized departments such as Airport and Community 

Development.  All receipting of miscellaneous billing must be performed by the Finance Department to 

maintain good internal controls.  The Finance Department must be notified when a new miscellaneous 

billing code is needed or when one is no longer valid.  

 

PROJECT ACCOUNTING 

Project accounting can be used to further identify transactions related to multi-year construction 

projects, grants, county events, or to account for emergency costs. Departments and offices must notify 

the Finance department to set up project account codes that will be utilized for all applicable 

transactions related to the project such as journal entries; accounts payable vouchers; revenue deposit 

forms; miscellaneous billing; and payroll. 

 

TRANSACTION POSTINGS 

Transaction postings are entries that occur with system processes (i.e. payroll and accounts payable) 

and other posting types (i.e. journal entries and budget adjustments).  System processes are posted to 

the subsidiary ledger when the process is complete and then manually posted to the general ledger. The 

other posting types are posted directly to the general ledger.  To ensure timely postings and up-to-date 

records, all journal entries must be reviewed and posted on a daily basis by the Finance Department. 

 

RECONCILIATIONS 

Reconciliations are performed by the Finance Department on a monthly basis prior to and after closing 

the month’s general ledger to ensure accuracy of the books and financial statements.  

 

GENERAL LEDGER MONTHLY CLOSE 

The general ledger is closed monthly to prevent transactions from being posted to prior periods in error.  

As a result, upper management has the assurance that their financial data has been reconciled and is 

ready for their review.  Departments and offices are responsible for running and reviewing their 

financial reports after month close. Any needed adjustments must be corrected by preparing posting 

corrections, journal entries or a budget transfer request and submitting it to Finance. 
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FINANCIAL SOFTWARE MAINTENANCE 

The Finance Department (in conjunction with the Information Technology Department) is responsible 

for maintaining the security and running updates for the County’s financial software system. The general 

ledger software system must be maintained so that it is conducive to supporting internal controls by 

segregating duties of staff members.   
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TITLE: CASH RECEIPTING POLICY  POLICY NO.: 14 

APPLICABILITY: All departments receiving cash 

directly 

 APPROVAL DATE: 09/05/2017 

RESPONSIBILITY: Receiving department and 

Finance 

 REVISION DATE: 04/16/2018 

POLICY 
It shall be the responsibility of each department head to develop, implement and maintain the 
necessary procedures required to ensure that the provisions of this policy with regard to the control of 
cash are complied with by everyone under his/her supervision. Any department in which there is cash 
receipting must ensure that financial duties are segregated among different people to reduce the risk of 
errors as well as misappropriation (fraud or embezzlement).  
 
Employee personal funds shall not be commingled with County funds. Employees are prohibited from 
borrowing money or issuing personal IOU’s in exchange for County funds of any kind. Employee 
personal funds, petty cash accounts, cash drawers or other revenue sources shall not be used to 
reimburse shortages in cash funds. Any employee suspected of theft, or of violating these policies, could 
be subject to discipline up to and including termination.   
 
CHANGE DRAWER 
Change drawers are used exclusively to make change in the conduct of official County business for 
customers paying with cash.  Change drawers need to be maintained at original balances; therefore, 
reconciliation is required daily by the cashier and periodically by the supervisor. Cash receipts should not 
be used to offset shortages in the drawer’s original balance. Change drawers are subject to annual and 
periodic audits by the Finance department and County’s external auditor. 
 
Finance should be contacted to request a new change drawer, to increase/decrease the amount of an 
existing account, or close out a change drawer. The cash drawer should be kept neat, orderly, and in 
balance at all times. Large amounts of cash collected during a business day should be transferred to 
secured storage. The cashier shall balance the drawer daily, including any amount held in the secured 
storage, to the original change drawer balance. The supervisor shall reconcile the change drawer 
periodically to the original change drawer balance. Any overages/shortages shall be reported to Finance 
immediately. 
 
During County business hours, cash must be kept in a change drawer or cash box not accessible to 
unauthorized persons. The drawer should be locked during nonworking hours, when unattended, or not 
in use during business hours with keys restricted to as few designated employees as possible. A record 
of office keys issued should be maintained and the department head should ensure that such keys are 
returned by terminated or transferred employees, or employees whose duties no longer permit access.  
Wherever possible, only one cashier should be assigned to an individual cash drawer. If staffing 
restrictions require that someone else have access during breaks or lunch periods, a reconciliation 
should be made of the cash drawer’s content both before and after such times in order to ensure the 
integrity of its content for the protection of all parties involved. 
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SECURITY OF CASH RECEIPTS 

Because cash receipts are sensitive to theft, careful consideration should be given to their collection and 

storage prior to depositing with the bank. During County business hours, cash must be kept in a change 

drawer not accessible to unauthorized persons. The drawer should be locked during nonworking hours, 

when unattended, or not in use during County business hours with keys restricted to as few designated 

employees as possible. All cash held overnight shall be securely stowed in a safe with safe combinations 

and keys restricted to as few designated employees as possible. The department head shall ensure that 

the combinations to safes are changed when an employee who has knowledge of the combination is 

terminated, transferred, or whose duties no longer permit access.  

 

CASH RECEIPTING 
Cash receipts shall be recorded in a timely manner into the general ledger. Any officer or employee of a 
department who receives money in connection with their official duties shall issue an official County 
receipt immediately upon receipt of the funds, for the exact amount received.  
 
No one person within any County department or office shall have control over all aspects of financial 
transactions. Wherever possible, the functions of cash collection and depositing should be performed by 
an employee who is independent from general ledger recordkeeping and bank reconciliation. Where 
departments have limited staff and the inability to segregate duties, cash receipts shall be receipted 
through a procedure approved by Finance; that ensures adequate internal controls; is supported by the 
County’s external auditor; and does not interfere with operations and customer service responsibilities. 
 
In the event that a refund is authorized to be issued, it should be generated in the same form of 
currency as the original cash receipt. If the remittance was originally paid by cash or check, a written 
refund request should be submitted to Finance and processed through the Accounts Payable system. If 
the remittance was originally made with a credit card, the refund should be processed using only the 
credit card upon which the original charge was made. If the original credit card used has since become 
inactive, a written refund request should be submitted to Finance and processed through the Accounts 
Payable system.  
 
If a deposited check is returned by the bank for Non-Sufficient Funds (NSF), an invalid/closed account or 
any other discrepancy, the Finance and receipting department will be forwarded as soon as possible 
whatever notification was received from the bank by the Treasurer’s office. It is the receipting 
department’s responsibility to contact the Payor of the returned check to arrange for collection and to 
record a correction of the original deposit into the general ledger.  
 
The cashier shall open a new revenue batch daily, or as often as payments are received (if not daily). 
This includes any payments made by cash, check, credit card or ACH. The cashier shall accept 
checks/credit cards only for the exact amount of the payment; enter remittances and print a customer 
receipt; balance their revenue batch and change drawer; and prepare the associated daily revenue 
deposit.  
 
If a receipt is entered using the incorrect payment code or for any other reason that warrants a void, 
and the batch is still open, the cashier shall void the receipt and re-enter. A void reason must be 
selected. If the batch has already been posted to the general ledger and an error is discovered the 
department shall contact Finance.  
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If the ability to print a system generated receipt is not working, hand written receipts are acceptable so 
long as the receipts are from a numbered receipt book. The cashier is expected to reconcile all hand 
written receipts to ensure there are no missing receipts. The cashier is expected to retain a copy of the 
hand written receipts and attach as backup to their revenue batch in the system once it is back up and 
running.  
 
The reconciler shall review and approve the cashier’s revenue batch by noon the following business day 
from when the revenue batch was created. This includes approving any voids; performing a daily 
reconciliation of revenues receipted into the department’s primary cash tendering system with the 
County’s revenue receipting system; performing a reconciliation by tender type; and depositing the cash 
receipts directly with the bank or at a regularly scheduled armored service pick-up by 5pm that day. 
 
TRANSMITTAL OF CASH RECEIPTS 
Employee safety is of utmost importance when transmitting remittances from a department to a deposit 
location; therefore, all department employees involved in the process should be aware of basic safety 
procedures. Deposits must be kept intact and concealed as much as possible from public observation. 
Deposits should be made during regular County business hours directly with the bank or at a regularly 
scheduled armored service pick-up. Whenever possible, deposit times and patterns should be varied, and 
a security escort provided for significant amounts of cash.  
 
If the transmittal of cash receipts requires the use of an automobile, it is recommended to use a County 
authorized vehicle for that purpose. If a County authorized vehicle is not available and an employee must 
use his/her personal vehicle, he/she will be reimbursed at the IRS business standard mileage rate as 
outlined in the County’s travel policy. Deposits should be taken directly to the nearest bank through the 
most direct route. 
  
CASH OVERAGES / SHORTAGES 
Departments shall notify Finance immediately of any cash shortage regardless of the amount. Cash 
shortages of $100 or more will be reported by Finance to the County Manager’s Office who will notify 
the Board for further review. Any missing or stolen monies, which are the result of burglary or robbery, 
or the suspicion that one has occurred shall be reported to the law enforcement agency having 
jurisdiction, County Manager’s Office and the Finance Department. 
 
BANK ACCOUNTS 
Bank accounts shall be for official County use and must be under the control of the County Treasurer. In 
addition to the County Treasurer, only authorized County employees will have access to County bank 
accounts. Non-county employees shall not have access to County funds held by the County Treasurer, 
which includes access to County bank accounts, debit cards, credits card and checks. No bank accounts 
shall be opened or closed without approval of the County Treasurer, and in the case of departmental 
special use accounts, by BOCC resolution approval. 
 
Bank account reconciliation will be done by the Treasurer’s office on a monthly basis.  Accounting errors 
or discrepancies shall be corrected immediately.  If an error is discovered involving another department, 
the Treasurer’s office will notify the department supervisor upon discovery of the error. If the error has 
not been corrected by the next reconciliation month, the department director will be notified. 
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FRAUD 
Financial misconduct or dishonesty includes (but is not limited to) theft or other misappropriation of 
County assets; misstatements and other irregularities in County records, including the intentional 
misstatement of the results of operations; forgery or alteration of documents; fraud and other unlawful 
acts. Garfield County specifically prohibits these and any other illegal activities in the actions of its 
employees, managers, department heads and elected officials. All employees have a responsibility to 
report suspected financial misconduct. Any reprisal against any employee or other reporting individual 
because that individual, in good faith, reported a violation is strictly forbidden.   
 
It is the responsibility of every employee, supervisor, department head and elected official to 
immediately report suspected misconduct or dishonesty. An employee is expected to address any 
suspected misconduct with his/her supervisor who shall report the claim to the County Attorney. If the 
suspected fraudulent activity is being conducted by the supervisor, the employee shall report the claim 
directly to the County Attorney. The County Attorney shall notify the County Manager’s Office. It shall 
be the responsibility of the County Manager’s Office to notify the Board of any alleged fraudulent 
activity. 
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DEFINITIONS 
1099 Form – a record of income that an individual or company received from the County in a given year 

that is reported to the IRS. 

 

Accountable Plan - is a reimbursement or other expense allowance arrangement that satisfies three basic 

requirements: a business connection; substantiation; and return of excess amounts. 

 

Accounts Receivable – an amount due for goods and/or services provided but not yet paid.  

Accrued Leave – the accumulation of vacation and sick time. 
 

ACH – Automated Clearing House  

 

Aging Report – a report that lists unpaid customer invoices by date ranges used to determine which 

invoices are overdue for payment.  

 

Appropriation – established by legislative action or executive order for amounts that may be disbursed 

from a fund, program, and/or expenditure account for a particular purpose during a specific period of 

time. 

 

Arbitrage – is purchasing a security in one market and simultaneously investing it in another market, 
such as a savings or money market account, and profiting from the temporary difference in prices.  
 
Arbitrage Rebate - arbitrage rebate is essentially 100% of investment earnings in excess of the debt 

issuance's yield.   Thus, the positive or negative amount that must be paid (rebated) to the federal 

government every five years after date of issuance through the final maturity date.   

 
Arbitrage Specialist – is required to be hired for arbitrage compliance every five years to determine if 
money is owed to the Federal Government or if a rebate will be issued to the entity being reviewed.  
Upon finalization of debt retirement, an additional review is required for the final arbitrage calculation. 
 
Assigned Designee - Department Head/Elected Official may assign their purchasing card duties to a 

designated supervisor within their department/office.  This position is often referred to as the 

“requestor”.    

 

Assigned Office / Normal Work Location – an employee’s primary work location assigned to them by their 

supervisor where the majority of their assigned or required duties are performed. 

 

Authorized Approver/Signor - refers to anyone responsible for reviewing and approving expenditures 

which could include Elected Officials, Department Heads or their assigned designee. 
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B-Notice – a backup withholding notice from the IRS stating that the non-employee’s taxpayer 

identification number (TIN) is either missing or incorrect.  

 

Bad Debt – an accounts receivable that is unlikely to be paid, which is treated as a loss and expensed on 

the income statement.  

 

Balanced Budget – no budget adopted shall provide for expenditures in excess of available revenues and 

beginning fund balances (C.R.S. 29-1-103). 

 

BOCC – Board of County Commissioners  
 
Bond Counsel – an attorney or team of attorney’s that specialize in local government debt financing. 
 
Budget Carryover - funds budgeted but unexpended during the budget year which are brought forward 

as additions to the subsequent year’s budget.  

 

Budget Transfer – moves an amount from one line to another with no effect on total revenues or 

expenditures of a fund. 

 

CAFR – Comprehensive Annual Finance Report 

 
Capital Assets – assets used in operations and have an initial useful life in excess of one year. Assets 
include, but are not limited to:   

 Land, land improvements, easements 

 Buildings, building improvements 

 Equipment, vehicles, machinery, works of art and historical treasures 

 Various intangible assets (software) 

 Infrastructure (roads, bridges, trails, tunnels, drainage systems, lighting systems)  

 Significant improvements of any of the above items 

 Have initial useful lives in excess of one year 

 Cost $5,000 or more per item 

 Are for use in operations and are not held for resale. 
 

CAPP – the County’s workers compensation insurance provider: Colorado Counties Casualty and Property 

Pool. 

 

Cardholders - Garfield County employees who are issued a purchasing card associated with a specific 

department and make purchases on behalf of their department. 

 
Cash – U.S. banknotes and coins. 
 
Cash Receipts - cash, checks, money orders, credit/debit card payments, Electronic Fund Transfers 
(EFTs) or other acceptable payment types. 
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CCOERA – Colorado County Officials and Employees Retirement Association 
 

Certificates of Participation – a financial instrument, a form of financing, used by governmental entities 
which allows an individual to buy a share of the lease revenue of an agreement made by these entities. 
 
Chart of Accounts – a listing of the names and accounts that the County has identified and made 

available for recording transactions in its general ledger. 

 

Collection Agency – an entity used by the organization to recover funds that are past due or accounts in 

default.  

 
Conduit Debt – certain limited-obligation revenue bonds; certificates of participation; or similar debt 
instruments issued by a state or local governmental entity for the express purpose of providing capital 
financing for a specific third party that is not a part of the issuer’s financial reporting entity. 
 
Contract – any written legal document or documents signed by both parties in which terms and 

conditions are clearly stated.  

 
County - means Garfield County, Colorado. 
 
Debt Rating - a measure of the County’s financial health and management practices. Favorable ratings 
usually result in lower debt costs and higher demand for debt issuances.  
 
De Minimis – a prize or award that is not cash or cash equivalent, of nominal value, provided 
infrequently and excludable from an employee’s wages. 
 
Depreciation – an accounting method used to allocate the cost of an asset over its useful life.  
 
Early Release – the release of a payment (check, ACH or Wire) prior to BOCC approval. 

 
EFT – Electronic Fund Transfer 

 
Employee Compensation - the total amount an employee can expect to receive when working for an 
organization including payroll payments for hours worked, overtime and other special pay types. 
 

Employees – this term refers to all County Employees including Elected Officials and Department Heads. 
 
Financial Advisor - a professional financial consultant that works directly for the issuer and in the 
issuer’s best interests. 
 
Fraud – deliberate deception to secure unfair or unlawful gain including monetary gain or other 
benefits. An illegal act committed intentionally. 
 

Fraud Reporting – reporting observed or suspected fraud, waste, abuse or irregular activities. The 
activities include improper transactions, such as suspected thefts, losses, embezzlements, 
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misappropriations, or inappropriate action involving funds, equipment, supplies or other assets. Also 
included would be the falsification of records in furtherance of a fraudulent scheme.  
 

Fund Balance – the difference between assets and liabilities. 

 

Non-spendable fund balance – Amounts cannot be spent because they are either a) not in 

spendable form or b) legally or contractually required to be maintained intact.  

 

Restricted fund balance – Amounts are restricted by external parties (i.e. creditors, grantors, 

contributors) or laws or regulations of other governments, or restricted by law through 

constitutional provisions or enabling legislation, such as an ordinance.  

 

Committed fund balance – Amounts that can only be used for a specific purpose pursuant to 

constraints imposed by formal action of the government’s highest level of decision making 

authority. The formal action must occur prior to the end of the reporting period. The amount, 

which will be subject to the constraint, may be determined in the subsequent period.  

 

Assigned fund balance – Amounts constrained by the government’s intent to be used for 

specific purposes that are neither restricted nor committed. The intent can be expressed by 1) 

the government body itself or 2) a body or official to whom the governing body has delegated 

the authority.  

 

Unassigned fund balance – The total fund balance in the general fund in excess of non-

spendable, restricted, committed, and assigned fund balance. 

 

GAAP – Generally Accepted Accounting Principles 

 

GASB – Governmental Accounting Standards Board 

 

General Ledger – a complete record of all the County’s financial transactions. 
 
General Ledger Monthly Close – prevention of recording accounting entries in a prior period. 

 
General Obligation Bonds – bonds secured by a promise to levy taxes in an amount necessary to pay 
debt service (principal and interest) coming due each fiscal year.  
 
Government-wide Financial Statements – financial statements which incorporate all of a government’s 
governmental and business-type activities, as well as its non-fiduciary component units. There are two 
basic government-wide financial statements: the statement of net position and the statement of 
activities. 
 
Great Colorado Payback – State of Colorado division responsible for reuniting Coloradans with their lost 

or forgotten assets. 
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Hard Close of Funds – The point at which all general ledger transactions are completed and posted to 

the funds (including auditor entries) preventing any New World System (NWS) users from posting to the 

prior fiscal year.  This process is performed after the Comprehensive Annual Financial Report (CAFR) is 

presented to the Board of County Commissioners (BOCC). 

 

Historical Cost - all costs required to place an asset in service. 

 
HR – Human Resources Department 
 
Impairment – an accounting principle that describes a sudden and permanent reduction in the value of 
an existing asset. 
 
Incidental Expenses – minor expenditures associated with business travel that are an immaterial part of 

the travel costs that an employee might incur. 

 
Internal Controls – the procedures used to make sure that assets of the organization are protected and 
that its financial and accounting records are accurate and reliable. Accounting controls should be in 
place over all identified organizational areas and functions.  
 
Invoice – a document that lists the goods purchased or services performed, and says how much money is 
owed.  
 
Journal Entry – the logging of a transaction into accounting journal items consisting of debits and 

credits. The total of the debits must equal the total of the credits or the journal entry is said to be un-

balanced.  

 
Ledger Accounts – a complete record of the transactions recorded in an individual account. 

 
LWOP – Leave Without Pay 
 
Manual Payment – a check or wire payment issued outside of the regular scheduled accounts payable 
check run  
 
Merchant Category Code (MCC) - These codes specify the type of business the vendor engages in (i.e. 
airlines, medical services, retail stores, restaurants, etc.).   
 

Nominal – small in value, relative to the value of total compensation. 
 

Officer – any department head or elected official of the County. 
 

Operating Expenditures – all non-capital or non-wage expenditures. 
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Overlapping Debt - financial obligations of one political jurisdiction that also falls partly on a nearby 
jurisdiction.   
 
PAR – Personnel Action Request  
 
Past Due – an amount for which payment has not been received by the payment due date. 

 
Pay-as-you-go – the use of current financial resources to fund capital projects, including current 
revenues, fund balances, grants, and donations. 
 
Pay-as-you-use – the issuance of various debt instruments to fund capital projects. 
 
Project Life – the estimated useful life of a depreciable fixed asset for which the asset will be 
economically feasible for use in operations. 
 
Purchasing Card Administrator - A staff member in the Finance Department who administers the 

Purchasing Card Program.  

 

Purchasing Card Reconciler - A staff member in each department/office who is responsible for 

accounting for all purchasing card transactions and working with the Finance department to properly 

report. 

 

Proprietary Funds – funds that focus on the determination of operating income, changes in net position 

(or cost recovery), financial position and cash flows. There are two types of proprietary funds: enterprise 

funds and internal service funds. 

 

Reasonableness - this term refers to the amount that would ordinarily be paid for like services by like 

organization in like circumstances. The Reasonableness Test includes: 

 

 Amount test – focuses on the reasonableness of the total amount paid. 

  

 Purpose test – examines the services for which compensation was paid. 

 

Reconciliations – comparisons of general ledger balances to subsidiary information to prove accuracy 

and completeness of transaction data.   

 
Revenue Bonds – a pledge of the revenues generated by the debt-financed asset or by the operating 
system of which that asset is a part. 
 
Refund – a reimbursement to a customer having a credit balance.  

 
Refunding - the issuer refinances an outstanding bond issue by issuing new bonds.  
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Secure Storage – locked remittance locations with limited authorized access to 
keys/combinations/other security devices. 
 
Soft Close of Funds – the process of closing out Revenues and Expenses to Fund Balance (Equity) for a 
fiscal year. 
 
Soft Close of Purchase Orders - the process to complete or carry forward current year Purchase Orders 
into the new fiscal year, according to the selected soft close method as well as create corresponding 
encumbrances, budget adjustments and/or expense entries in the General Ledger. 
 
Spending Agency – County Department or Elected Office 
 

Stale Dated Check – a check presented at the paying bank after a certain period (90 days) of its payment 
date.  
 

STD – Short Term Disability 

 

Subsidiary Ledger – separate accounting modules that transfer entries to the general ledger including 

payroll, accounts payable, accounts receivable, and cash receipts. 

 

Supplemental Appropriation – increases or decreases the total revenues or expenditures of a fund. 

 

Supply Inventory – supplies held for use in operations rather than for sale.  

 

TABOR – Taxpayer Bill of Rights 

 

Taxpayer Identification Number (TIN) – an employer identification number (EIN), or a social security 

number (SSN), depending on the entity type that is registered with the IRS. 

 
Underwriter - a conduit between the issuer and investor.  They are ultimately working for the investor. 
 

Unit – an appropriated revenue or expense line item within a Department or Elected Office. 

 

Useful Life – the estimated life of an asset for financial reporting purposes. 

 

Voucher – a written document that serves to confirm goods have been bought or services have been 

rendered, authorizes payment, and indicates the ledger account(s) in which the transaction is to be 

recorded. 

 
W-9 Form – an Internal Revenue Service (IRS) form used to obtain a vendor’s taxpayer identification 

number (TIN) and legal name. 

 
Work Comp – Workers’ Compensation (injury) 
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Write-Off - a transaction that removes an amount which management has determined to be 

uncollectible. Writing off the debt for accounting purposes does not discharge the debt. The debt is 

still owed to the County, but is no longer reported on the Agency’s books as a receivable. 

 
Yield Restriction -  A general requirement under the Internal Revenue Code is that proceeds of tax-
exempt bonds may not be used to make investments at a higher yield than the yield on the bonds. 
Various investment yield limitation conditions exist for different categories (e.g. construction, refunding, 
escrow, debt service, and reserve funds) of gross proceeds from a debt issuance.  
 

 

 

 

http://www.msrb.org/msrb1/glossary/view_def.asp?param=INTERNALREVENUECODE
http://www.msrb.org/msrb1/glossary/view_def.asp?param=BONDPROCEEDS
http://www.msrb.org/msrb1/glossary/view_def.asp?param=TAXEXEMPTBOND
http://www.msrb.org/msrb1/glossary/view_def.asp?param=TAXEXEMPTBOND
http://www.msrb.org/msrb1/glossary/view_def.asp?param=YIELD

